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The ZBA Application is designed to assist you in providing all the information necessary 
for the Board to readily assess what it is that you are trying to do with your property and 
specifically what it is you are seeking from the Board.   
 
In order for the ZBA to conduct an accurate review of your request, it is essential that 
you, the Applicant, provide the most complete and accurate “picture” of what exists on 
the property and what is proposed for the property.  Therefore, all questions on the 
Application are to be answered completely.  Applications submitted to the ZBA which are 
deemed incomplete will not be scheduled for review. 
 
Reasons for filing an application to the Zoning Board of Appeals: 
1. The work you want to do does not meet the dimensional requirements of the Zoning 

Bylaw, and a Dimensional Variance is required.  Typically, you have filed a Building 
Permit Application and it has been rejected by the Building Inspector because your 
project or property does not meet one or all of the dimensional requirements of the 
Zoning Bylaw.  Your letter (denying your building permit application, issued by the 
Building Inspector) will typically identify the issues clearly and should be included in 
your ZBA application. 

2. Your proposed use for the property requires a Special Permit.  Typically you have 
already filed a permit application with the Building Inspector, and it is his response 
letter that will identify the type of zoning permits required.  Include this letter in your 
ZBA application package.   

3. Your proposed use of the property is in accordance with the requirements of MGL Ch 
40B.  Be sure to follow the Town’s Regulations regarding such submittals. 

4. You seek to appeal a ruling or determination made by the Zoning Enforcement 
Officer, Building Inspector or other town official/board, in accordance with law. 

 
General Information: 
1. All Applications are to be clearly printed or typed. 
2. Please use a blue pen wherever a signature is required to help differentiate the 

original Application from a copy. 
3. All property owners MUST sign the application form, or submit a signed, notarized 

letter authorizing the applicant to act on the behalf of the owner(s) for the purposes 
of pursuing the application. 

4. The applicant and/or authorized representative must be present at the ZBA public 
hearing, in order to present the application and address any comments of the Board.  

 



PROCESS: 
 
Application 
 
The following items MUST accompany the completed Application Package or the entire 
Package will be deemed incomplete and will be returned to the Applicant/agent: 
 
1. A copy of the letter from the Building Inspector indicating the specific reasons 

why he / she rejected your Building Permit Application or a copy of the letter from 
the Building Inspector or Town Planner indicating why he / she deems you must 
seek ZBA approval. 

2. A valid (within 6 months) Certified Abutters List and the Certified Abutters labels 
from the Assessors’ Office; two (2) sets of self-sealing envelopes corresponding 
to the Abutters List, plus one for each applicant, each property owner, and each 
representative, if applicable) plus an additional 15 envelopes (due to required 
notifications to adjacent communities and various agencies);  Enough first class 
stamps for each recipient of each of the two required mailings 

3. The deed, land court certificate and/or Certificate of Title, showing any and all 
easements, rights of way or other encumbrances.   

4. If the purpose of the application involves non-conformity, the deed information 
must be sufficient to determine that the property/condition is lawfully non-
conforming. 

5. Ten (10) copies of a stamped surveyor’s Plot Plan of the property in question or, 
if none exists, a plan of the land signed and stamped by a registered land 
surveyor (depending on the project, 8½ X11, 11X17 or 24X36 sheets may be 
appropriate); 

6. Ten (10) copies of the proposed alterations to the property in question.  These 
alterations can be shown on the Plot Plan as long as the resulting Plan clearly 
shows both existing and proposed conditions, and detailing all area, frontage and 
setback measurements.  If construction, existing and / or proposed, is of more 
than one-story, both front and side elevations must be submitted, and floor areas 
must be determined for each story; 

7. Pictures of the property, when and if appropriate; 
8. A copy of any prior Zoning Board or applicable decision(s) on said property; 
9. All business applicants must submit a Municipal Lien Certificate from the Tax 

Collector’s Office for the property in question; 
10. Mark your property clearly (house number, lot number) so that the ZBA members 

can readily find it; 
11. The ZBA Filing Fee, provided by bank check payable to the Town of Uxbridge.  

Fees are found in the ZBA Fee Schedule.  The base application fee (applicable 
for most applications) is $300.00  

 
Hearing 
The ZBA holds it’s regularly scheduled meetings on the first Wednesday of each month.  
Once your complete ZBA Application Package has been received, the Board will set a 
date for review.  More often than not, your case will require a Public Hearing, and state 
law requires certain notifications of public hearings.  Therefore, your hearing may be 
held a month or two after submittal of your application, and not necessarily during the 
next regularly scheduled meeting. 
 
 



Decision 
Within 14 days of the ZBA vote, a decision will be filed with the Town Clerk.  The appeal 
period on Variances, Special Permits and Comprehensive Permits is twenty (20) days 
from date of filing with the Town Clerk.  Any time after the 20th calendar day from the 
date on which the decision was filed, the applicant or his/her agent must pick up the 
Decision, including a statement from the Town Clerk certifying that no appeal has been 
filed. 
 
The applicant or his/her agent must then take the above to the Worcester County 
Registry of Deeds for recording.  THE VARIANCE OR SPECIAL PERMIT DOES NOT 
TAKE EFFECT UNTIL SUCH RECORDING OCCURS, and until we are provided 
evidence of the recording (including the Book and Page numbers issued by the Registry 
of Deeds.   
 
Any subsequent applications for Building or other permits that you seek should include a 
copy of the RECORDED decision (with the Registry of Deeds book/page number 
shown).   
 
If you still have questions after reviewing this material, please contact the ZBA clerk at 
508-278-6487 
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